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Unit 1 Opening Remarks

A5

/) Arrangement

= T T— " s

We've all heard stories of job candidates who looked great on paper but
who were absolute disasters in person. With fewer and fewer interview
opportunities available in this competitive market, it's essential to make the
best possible first impression, and this largely depends on how you start your
interview.

EMTRTER S IHGEEF: RREFEH ALY, 2EAAAMTRZ £
R RYE, REINEFHAG T E@ANLREAEY, RTRET—A4
%%%*W&ﬁﬁ%%?,ﬁﬁﬁﬁkﬁ&ih%ﬁ%i#ﬁﬁ%%%ﬁﬁﬁo

) Introduction

An interviewer or employer will discover a great deal about you in a relatively
small amount of time by use of their experience in body language. It’s a bit like when
you make new friends. Generally speaking, you know within a few moments of meeting
a person for the very first time whether you will like them or not ( despite knowing very
little about their background). So your first few seconds are fairly vital when you walk
into that interview room or are greeted by your employer. Good body language starts
with a firm handshake (that’s firm — don’t shake their hands off!) and being smartly
dressed. Don’t bathe in perfume or aftershave as strong often give off an overpowering
feeling and can be very off putting. It’s always best to be clean and neutral !

Confirm with your prospective interviewer the interview arrangements by letter
once you have been invited to attend the interview, which shows manners and initiative.
It can just be brief confirming the time and place of the interview. It also gives you the
opportunity to send in any documents that the interviewer may wish to see in advance or
anything you may have omitted to send when you originally enclosed your CV and job
application form.

Arrive at your interview in good time so that you will have a few moments to
compose yourself and utilize the rest room before your big moment. If at the office

there are some bathrooms in the waiting area (or if not just ask someone to direct you to
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them) , go and make a few final checks on your appearance. You might want to comb
your hair, use the lavatory ( make sure you do up your zippers) or adjust your make up
if you are a lady. This time will give you the opportunity to make sure you are
shipshape and looking like a million dollars, it will also give you reassurance so that
once you are in the interview you don’t have to worry about whether you have done
your zips up or whether your hair looks tidy — issues that are important but that you
don’t want to have to worry whilst trying to win over the interviewer. It’s always a good
idea if you have a briefcase and are wearing a tie to take a spare just in case you spill
something down it before going into the interview.

Next, it is the time when you are entering the unknown — new surroundings, new
people (sometimes as many as four or five) , a strange room. You need your maximum
concentration at this point as “First Impressions” do count. So how do you greet your
interviewer? Firstly, look your interviewer in the eyes and smile, everyone likes a
smiley face. It doesn’t mean beam like a Cheshire cat — just a pleasant friendly smile.
Secondly, offer your hand out to shake (remember don’t squeeze the interviewers hand
until it turns blue — just a firm professional handshake) and offer a greeting ( “Hello,
very pleased to meet you” or something like that). Your interviewer will then either
take you into the interview room (or you may already be in there as you have been
called in) and offer you a seat. Please do not just sit down when you enter the room,
wait to be offered a seat — it’s good manners.

The interview is going to start along the lines of chit chat, you will probably be
asked how you journey was etc. and then offered a drink. Depending on the type of
person you are and how well you cope with nerves, it’s up to you whether you decide to
accept a drink. You won’t be thought of any less should you not accept a drink, and if
you think your hands are going to be shaking like a coconut tree in a hurricane every
time you pick your cup up, it’s probably a good idea to decline. That way you won’t

chance spilling the liquid all down your front should you really lose your nerves!

ERESRIFAMNEXSEETNER, AVERINOBERS T B
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aftershave n. FifgK
overpowering adj. FTIEHGUH, HEPER
neutral adj. Ly, YR
enclose vi. IMARE, BA; B

lavatory n. BFT <EH>HKDH, <X >R RE



zZipper n. ik

shipshape adj. FHRAFH

look like a million dollars ZtMek, WEHEX; (AN) BERSEGHKT;
(RME) BREHER

squeeze v. JE¥E, BF, Btk
chit chat PRI

spill vi. with; WW; W
lose one’s nerves AP, sk
decline v. a4

) Dialogue A
A: Excuse me. May I see Mr. Michael Anderson, the personnel manager?
B: It’s me. What can I do for you?
A: I have come at your invitation for an interview. Nice to meet you, Mr. Anderson.
B: Nice to meet you too. Please be seated.
A: Thank you.
May I have your name?
\: My name is Laura Myre.
B: OK, Miss Myre, we have received your letter in answer to our advertisement. I

would like to talk with you regarding your qualifications for this position.

N\ @ A: I am very happy that I am qualified for an interview.
i‘ﬁ mﬁ b i s o b e
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) Didlogue B

OK, Mr. Wang. You may come in. I am Valerie Legrand and on my right, my
colleague, Lindsey Duncan, and on my left, Sylvie Vartan. Do please sit down.
Thank you. Good afternoon, Ms. Legrand, Ms. Duncan, Ms. Vartan.

¢ Your English is fluent.

: Thank you.
How do you think of the weather today?
I don’t like the weather like this. Cold and rainy. Hope it become sunny as soon as
possible.

: So did you have any difficulty finding our company?

. Not really, I am familiar with this area.

DT, ERE, RIMEXRT, REELXW - $EP, REAERNEEMR

A
& e, ZHRERK - BB, HLE,
B: iR, %, $EBE%xL, BEXL, BiEXt,
A: REYFGERRF
B: HiER,
A: RRE/SROR[WT?
B: RABRXHHRS, XAETEW, AFEFIHKAM.
A: REIBNASERELD?
B: %%, BAMX—HRAE.

-/ New Words and Ezxpressions
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regarding prep. XF

&
be familiar with %03 5
qualification n. Bk, &4
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_ Exercises

I. Please answer the following questions.

1. How to confirm the arrangement of the interview?
2. How to utilize the moment before your interview?

3. How to appropriately greet the interviewer?



[1. Fill in the blanks.
1. The desire for revenge could be . You should be aware of his
behaviors.
2. Those who had decided to remain in the struggle now found
themselves required to take sides.
3. The rule states that the samples must be in two watertight containers.
4. The house only needs an occasional coat of paint to keep it

5. He offered the boys some coffee, but they politely.

ITI. Please correct the sentences if there’s any mistakes.

1. Drive up to the offices or workplace at one time when the staffs will be arriving
at or leaving for this will give you a good indication of what types of clothes the
other employees are wearing.

2. Pick up the phone and rang up the interviewers’ secretary and ask her about what
is the typical dress code of the company as previously mentioned secretaries
generally speaking are always keening to offer assistance to the “newbie’s” |

3. So a pretty simple rule — if the companies dress code is casual then you need be
dressed casually and a little smarter.

4. However I would steer very clear of bright outrageous ties if you are a man as
not every interviewer will share your loving for cartoon characters such as the
Simpson’s — try and settle on neutral colour.

5. I have to admit I have always keeping my jacket on even when my interviewer
has offered for me to remove it, my reason is that we all perspire during
stressed and there is nothing worse than seeing perspiration marks around the

arms of your shirt!
5 =

II.
1. overpowering 2. neutral 3. enclosed 4. look like a million dollars
5. declined

III.

1. Drive up to the offices or workplace at 2 time when the staffs will be arriving at or
leaving for this will give you a good indication of what types of clothes the other
employees are wearing.

2. Pick up the phone and ring up the interviewers’ secretary and ask her about what is



the typical dress code of the company as previously mentioned secretaries generally

speaking are always keening to offer assistance to the “newbie’s” |

. So a pretty simple rule — if the companies dress code is casual then you need (© be
dressed casually and a little smarter.

. However 1 would steer well clear of bright outrageous ties if you are a man as not
every interviewer will share your loving for cartoon characters such as the
Simpson’s — try and settle on neutral colour.

. I have to admit I have always keeping my jacket on even when my interviewer has
offered for me to remove it, my reason is that we all perspire during sircss and there

is nothing worse than seeing perspiration marks around the arms of your shirt!
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Unit 2 Self-introduction and Unique Benefits

8 st g B L5

_/ Arrangement

We try to introduce interview type in the text in the unit. In this way, we
want future interviewees to have the basic idea about it. It is very important for
their preparation. The dialogue of this unit is about how to introduce yourself
and what interviewer will ask according to your introduction. With it, the
students who has just graduated will know how to do.

AEARLFE, BNEABRE K ED, SR LRE F 1B L 20 Ko
iR, M AEEBRXRFEFTERY, FELX TTitiT § ZA B EK
EHfTHRENBREAG, ATE, NELHFARTLAMENRT,

/) Introduction

Job interview is something a lady or a man in the 21st century has to face. The
green hands who just have just graduated should try to get through the tough challenge
to be independent. The people with experience encounter the challenge for a new space
to develop.

There are several types of job interview. An interviewer to an interviewee is very
common. There is interview under heavy pressure when many interviewers interview an
interviewee. You can also have a special interview by case analysis. You should try to
do well in a practice interview. Some businessmen, especially Chinese ones may prefer
a dinner interview.

Besides interviews talked in last paragraph, there is also a behavioral interview or
behavioral event interview. Behavioral interviewing is a style of interviewing that was
developed in the 1970’s by industrial psychologists. Behavioral interviewing asserts that
“the most accurate predictor of future performance is past performance in a similar
situation”. Currently, most organizations are using behavioral interviewing to some degree.

Behavioral interview is firstly adopted by Dr. David McClelland in USA in early
1970s. In 1973 he published his article “ Testing for Competency Rather Than
Intelligence” in American Psychologist. Then he held behavioral interviews to choose

Foreign Service Information Officers, FSIO. He thought 3 competencies for FSIO are



necessary. They are:

Sensitivity for intercultural events and communication.

Active and positive expectation for others.

Quickly joining in the local political societies.

Now interviewers or managers will usually and deliberately encounter their future
employees for important position to have a casual talk so that success or failure of an

interviewee has come before a real interview.

AR A B, FELRHATBEINRBEURESFNERZ 6.

Rpmda/L#, FERN—N—Ea, F28—NEARXER, ROTHE
SMEFAFAMEAE R, ERHTKERENTGER S, REMF, L0
YR, HIRFEAOCYR, ERBEE LHTHBRERR.

BT LRRFMEIK S, EETHARIEFGAETCHER. THEKE 20
HL 70 FR, TV OEFRERN—MRABNER. TARKNRERINE:
“WREFAHBFHHNRRET I EERERLTHRL." B, KEBMAR
WE—ERE LERTHIER,

0L 70 FREHRAR - TR AKEBIREXRBITHER, 1913 F, i
(REOLEYR) #ELERF “WEREREREEN" —3 REMAFTHER
BERETIMNKEE, MIADXEEINKSEE DIE =M 0 B ERFAE

BS AL Y A BRBUR M

Xl A R FRIRIAE ;

PRE N L HBOE M

REFFARNANZEN TEERUNER, £F8 “#BE" #HEE,
K RBEEAKIE, IHEAXNRBAERRIRELRET

‘AhUMMBMWEWM$wm

green hands ¥

tough adj. JREW, TRIRK; PEETHITH
encounter vt. HIB, mEXF, AHE

type n. %

interviewer n. HEiRE



interviewee n. BHERAE
interview v. T

case n. i
analysis n. ST

a practice interview Bz ik

prefer v. fRE
behavioral interview 1R R
psychologist n LEER
assert v. WiE, B, BREER
accurate adj. XEHaH
predictor n. BEHE, WHES
performance n. ®IM; VEkE
organization n. HH

to some degree B —ERE
adopt vt. KH
competency n. f6h
intelligence n. 8h
sensitivity n. HUR, REE
intercultural adj. ALY
deliberately adv. TEH

a casual talk — UK BERE R

Mr. Li Shengli. English name Peter.

Yes, that’s me.

How do you know us?

Our professor ever introduced us SICA — Smith Instrument Incorporation of

America.

That is fine. Will you like to introduce yourself briefly?

I was born in Huzhou, Zhejiang. Zhejiangnese is known in China for their business
experience and professionalism. I just graduated from Huazhong University of
Science and Technology. My major is Measurement Technology & Instrumentation.

My minor is Marketing and Business Management. At the school, I was the monitor -



of the class and member of the student union of our college — the School of
Mechanical Science and Technology. I was responsible for entertainment and art
activities such as picnic organization, choir contest and teams of sports and games.
I am an active volunteer to help the special students in the special school. My

graduation paper is on designing of magnetic flowmeters.

: That is great. We chiefly manufacture various flowmeters. I notice you had nice

grades in the four year’s college life. Did you ever go to work in any incorporation

to practice what you have learnt?

13: Yes, I went to work in Tianjing Instrument Incorporation on a short term basis.

.: What do you think of your performance?

> F > E >

i: I have done a good job there. Here is telephone number and mobile of the

engineers in the incorporation. I ever worked together with them. They really

taught me a lot.

: OK. That’s all for the interview. We will advise you whenever there is a result.

Thank you. I will wait for your information.

: FHF KL, EXBFRES.
: o
: IRREBAMERAA?

BANBIRARMNN BT SICA—E B £ FHU|/NURAE.

D N, BEEERNA—TIRECE?
: REAEHTHN, PEABMEIIAMEBFEEMAET Y., BAE

WFHERREAF, ROTUYRNEBHEARMAFNR. BRAETHEHM
W EE, EFRN, RR¥K, CRIMBESIEEZRMNFESE
Ro RAFREES, tbwm: AAHFE. SBELLE. FHLHES. BHE—
NERNEEE, BHRRFRNBEFE. BOEURIXEXTHIER
BIHRIT A,

D 8, BROWET~SBR2ARI, RIEABIRERDERKHIHE. RER

BFEEBAN AT L ILRFNRA?
BERRURARADEHLL,

: REREBACRIEBAR?
: RFBEAE, XBEFRLINNR LN IRBNOBIENFINSH. 1%

KBSBTFZFE.

: 1] BOBEREXE, —BFER, RMNSBHIRMN.
D B BREFRMNAES.



il New Words and EmeSSiOns

professionalism

measurement technology

instrumentation
marketing

business management

student union
mechanical science
entertainment

choir

contest

the special students
the special school
magnetic
flowmeters
manufacture

on a short term basis
performance

mobile

) Exercises

n. &l
g A

n. UF/INE
n 458
1l
EHL
PUBRAL B

n. BRIK

n. &8, BB
n. HFE

BB FEAE
BRI AR
adj. HLHEH)
n. Wt

vt. KL
51 34 3

n. RI|, RE
n. BEHEE

Please answer the following questions.
gq

1. How many types of job interview are there? What are they?

2. What is behavioral interview?

3. Who started behavioral interview firstly? Why?

4. What are the 3 competencies for FSIO?

5. Who will have a casual interview before the interview for an important position?

ﬂi [I. Fill in the gaps with proper form of the words or phrases chosen from the box.
tough to some degree encounter accurate type
case analysis prefer assert predictor

performance  activity competency intelligence society

deliberately

sensitivity intercultural interview




